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Essential Information 



About Resumes 



WHAT IS A RESUME? 



Resume is a French word meaning "sum- 
mary" pronounced REZ-oo-may. Although 
many dictionaries spell the word with accents 
(resume^, it is acceptable to drop them as we 
have in this book. 

For the job hunter, a resume containing a 
"summary" of the pertinent facts about him/ 
herself has become an indispensable tool. A 
good resume can be the deciding factor in de- 



termining whether a prospective employer 
grants the eagerly sought interview. Through 
a well-prepared resume, you may literally get 
"one foot in the door." 

A resume has an additional function. During 
the interview a resume serves as a point of 
reference and an advantageous focal point for 
conversation between the job-hunter and the 
prospective employer. 



HOW TO MAKE THE BEST USE OF YOUR RESUME 



1. An obvious, but limited, use of your resume 
is to send it where you know an opening exists 
or in answer to an advertisement. At manage- 
ment level, the Wall Street Journal's "National 
Business Employment Weekly," a compilation 
of career-advancement positions from the pa- 
per's four regional editions, is an excellent 
source. It is priced at $2.50 a copy and may be 
obtained from the National Business Employ- 
ment Weekly, c/o Dow Jones & Co. Inc., 22 
Courtlandt Street, New York, N.Y. 10007. 

2. A broader use of your resume is to search 
out your own openings. We suggest the follow- 
ing: 

(a) STATE EMPLOYMENT AGENCIES 
(newly named "State Employment Security 
Agencies"). There has been a big push to up- 
grade state agencies and the quality of job or- 
ders. Tax paying employers are beginning to 
realize that they are paying for these services 
and more and more are taking advantage of it. 
Job seekers are the beneficiaries, and it is fool- 



ish to ignore these free services that are yours 
for the asking. 

Contact the state agency in your city, listed 
in the Yellow Pages under "State of...." Or 
write the United States Department of Labor, 
Employment and Training Administration, 601 
D Street, N. W., Room 3122, Washington, D.C. 
20213 and request your free copy of the Direc- 
tory of Local Employment Security Offices. It 
contains the name, address and phone number 
of every state employment office in the United 
States, Hawaii, Puerto Rico, Guam and the 
Virgin Islands. The Directory clearly states 
that "the employment security agency of each 
state implements a Federal/State program which 
provides applicant and employer services to 
clients needing this assistance." Other sug- 
gested uses of the publication include: workers 
who need or decide to move from one state to 
another; workers who want to file an interstate 
unemployment insurance claim; employers who 
want to locate a new branch in a different state 
and need help in staffing it. 

An additional free service available to the 



job seeker is a detailed publication, Occupations 
in Demand at Job Service Offices, giving area 
demands for specific occupations, salary range 
and educational requirements. Request it from 
the Consumer Information Center, Pueblo, 
Colo. 81009. 



(b) CHAMBERS OF COMMERCE. Get their 
current directories of area businesses (usually 
around $2.00). Check through for firms and 
businesses that could logically use your ser- 
vices. Call each one. Get a top person's name 
and title (letters handed "down" get far more 
attention than those handed "up"). Using the 
properly spelled name and exact title, write a 
covering letter and attach your resume. Keep 
a copy of your dated letter. 

If you have received no reply within ten to 
fourteen days, call the person to whom you ad- 
dressed the letter. If you reach the party, refer 
to your dated letter and ask if you may be 
permitted to come in and discuss the matter 
personally. If your contact is "out" or "in con- 
ference," write a follow-up letter, referring to 
your first letter, and politely request a reply. 

If there is no response to your second letter, 
and you are eager for the job or opportunity, 
show up at the firm and try to talk to someone 
in authority. Bull-headed persistence and sheer 
determination are job-hunting virtues. The 
paralegal resume that appears later in this 
book is a prime example. An older woman, fresh 
out of junior college with newly acquired par- 
alegal qualifications, found her letters to the 
Public Defender's office were being ignored. 
Stubbornly refusing to give in or up, she 
marched down to the office, insisted on talking 
with the Public Defender himself, and talked 
herself into a three-month probationary job at 
no salary. She was confident that given the op- 
portunity she could prove herself. She did, and 
is now a full-time "Investigator" taking sly de- 



light in the Public Defender's pride in his as- 
tuteness for having discovered her. 

(c) EMPLOYMENT AGENCIES. In many 
cases, these should be the last resort. They can 
be expensive as well as non-productive. If you 
decide to use an agency, check their walls for 
licensing or some type of certification. Ask 
tough questions. Find out about fees and insist 
on getting a firm, exact reply. Ask what their 
policy is if you quit or get dismissed from the 
job they find for you. Remember, you are the 
buyer of their services. Don't be intimidated. 
Demand details and get everything in writing. 
Watch what you sign. Read the fine print. Read 
between the lines. 

(d)HELP WANTED. These columns are 
scrutinized by many employment agencies who 
will call the advertiser and declare "I've got the 
person for the job." These columns are equally 
available to you at no charge. Use them. At 
certain levels they can be productive with a 
good resume and covering letter. 

(e)JOBS WANTED. A well-worded adver- 
tisement in the "Jobs Wanted" section of a 
newspaper is a gamble, at best. However, you 
can sweeten the odds by carefully selecting the 
publication in which you place your ad. Your 
ad will often get lost in a large city newspaper. 
On the other hand, cities and counties fre- 
quently have small, weekly neighborhood 
newspapers which are devoured by local resi- 
dents for area news. The classified section is 
small and your advertisement could be read by 
an interested executive. 

(f) VOCATIONAL SCHOOLS AND COL- 
LEGE PLACEMENT OFFICES. Although most 
effort is concentrated on graduates, school 
placement personnel heads are generally 
friendly and cooperative about divulging open- 
ings they are unable to fill, or steering you to 
ones that are likely to exist. 



You are cautioned at the outset to forget 
everything you have ever read or heard about 
a resume. While no two people agree on the 
exact form and content of a resume, there is, 
nevertheless, a sizable area of full agreement 
among employers and personnel people. We 
urge you to stay within these areas. We are, 
therefore, going to teach you to write the type 
of resume that will appeal to the people who 
count those who will read the resume. The 
form of the resume that we shall present has 
been uniformly accepted by employers the na- 
tion over as being concise, informative and 
clear. 

You will note that the first page of our re- 
sume format is a synopsis (or condensation) of 
the amplification that follows. This form has 
a distinct advantage. It enables an employer to 
tell at a glance whether or not he wants to know 



more about you. If he likes what he sees in the 
synopsis, he will be eager to read the. amplifi- 
cation which follows. If he does not care for 
what he has read in the synopsis, you have 
saved his time and yours. 

Following is a skeleton resume to show the 
basic resume form. It is practical because it is 
flexible. You will see that infinite variations 
are possible. For example, if your position is 
more impressive than the company name, re- 
verse placement of "title" and "company name." 
However, for sake of appearance, be consistent 
and follow this procedure for all employments 
listed. If you have an excellent education, and 
employment has been part-time or relatively 
unimportant, reverse the position of "Employ- 
ment" and "Education." You will have to decide 
for yourself what is most important to the per- 
son who is going to read your resume. 



SYNOPSIS PART OF RESUME 



Synopsis of Resume of: 
John Doe 



Street, City, State, Zip C 
Phone: (area code) numb 



JOB OBJECTIVE 

EMPLOYMENT 

Dates (start-end) Name of Company, Address of Company. 
Present or last Company line 
company Job title 

Dates (start-end) Name of Company, Address of Company. 
Company line 
Job title 

Dates (start-end) Name of Company, Address of Company. 
Company line 
Job title 

MISCELLANEOUS EMPLOYMENT 

Grouping of part-time and/or minor employments 



Dates 

(start-finish) 

Dates 

(start-finish) 



Miscellaneous 
Education 



EDUCATION 

High School type of diploma (academic, etc.) 
Note: unnecessary if college is shown. 

College name location 

Degree: Major: Minor: 

[Class standing:]* 

[Honors:] 

[Expenses: percentage earned] 

[Activities: extracurricular] 
Company courses, Correspondence courses, 
Seminars, Home study. 



Age: 

Appearance: 

Marital Status: 

Residence: 

Hobbies: 

Affiliations: 



PERSONAL 

Day, month, year of birth. [Place of birth.] 

Height. Weight. Health (good) (excellent) 

(married) (single) (divorced) No. of children 

(own) (rent); will or will not relocate. 

Optional 

Optional, unless job-related. 

(FOR AMPLIFICATION PLEASE SEE FOLLOWING) 

*I terns in brackets are optional, depending on position applied for. 
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AMPLIFICATION PART OF RESUME 



Resume of 
John Doe 



EMPLOYMENT 

Date of starting to present 

FULL NAME OF LAST OR PRESENT COMPANY 

Responsibilities: 

Results: 

Reason for leaving: 

Date of starting to date of leaving 
FULL NAME OF COMPANY 

Responsibilities: (less detailed) 
Results: (less detailed) 
Reason for leaving: 



Date of starting to date of leaving 
FULL NAME OF COMPANY 

Responsibilities: 

Results: 

Reason for leaving: 



(Note: If resume is in proper sequence, this a 
ensuing employments will usually be of less 
importance and correspondingly less detailec 



MISCELLANEOUS EMPLOYMENTS 

Dates can be approximate, but should indicate time frame of period 

involved (1965-1975) 

Group your minor (miscellaneous) employments stating in general 
type of work. If you are under 25, group your part-time employ- 
ments, particularly during school years. 

Example:: 

1970-1975 Self-employed. Mowed lawns. 
1976-1977 McDonalds Restaurant. Bus boy. 



PREPARATION OF THE RESUME 



JOB OBJECTIVE 



The Job Objective is the "soul" of your re- 
sume and should be given first and foremost 
consideration. Job Objective says what you 
want to do and it should say it as clearly and 
concisely as possible. 

Decide the type of a job for which you are 
best equipped by reason of your temperament, 
personal preferences, capabilities and experi- 
ence then state it. If it is in sales, what kind? 
Is management your goal? Any travel restric- 
tions? This would then be stated "Position in 
tangible sales leading to management. Prefer 
limited travel." Note examples on the actual 
resumes in Part Two of this book. Unless you 



have strong geographical preferences, do not 
state them. It serves only to narrow the scope 
of your availability. 

Suppose you do not have very definite or 
well-defined objectives; or perhaps you have 
several. You may consider comprehensive job 
counseling, or at least discuss your background 
with an employment counselor to determine 
the best statement of your objectives. In any 
event, we urge you to avoid the "all purpose 
will do anything" type of objective. You cannot 
sell a product successfully unless you are spe- 
cific about its advantages to the buyer. 



EMPLOYMENT 



List employment in reverse chronological 
order (your present or last job first, etc.) Be 
certain you list starting and leaving dates, your 
position title, exact name of company and pres- 
ent address. If the company had changed name 
or address since you were there, state "Jones- 
Smith Co., 114 Main St., Newark, N.J. (for- 
merly known as Smith Co., 90 So. Ave., Cam- 
den, N.J.)." Company line is for purposes of 
identification only and is not necessary when 
it is well known nationally, or if identification 
is obvious from the company name. Example: 
"Morris Lumber Company." 

If salary is to be stated at all, it should be 
stated in one line on the synopsis page. To state 
salary is to lose your bargaining power. Also, 



if you say that you are earning $15,000 while 
applying for an $18,000 job, you narrow your 
chances of getting the higher figure. Con- 
versely, you may be unhappy in your $20,000 
job and are willing to take less money in more 
agreeable work. Your present salary could 
scare off a prospective employer. 

At the interview, your salary will, and must, 
be discussed. However, for resume purposes, 
showing the percentage of increase (if note- 
worthy) in the amplification portion is a safe 
middle road to travel. At the executive level, 
we suggest "salary in low, medium, or high five 
figures" as a method of establishing your level 
without pinpointing the exact amount. This can 
appear in one line of the synopsis page. 



EDUCATION 



The further you are away from school, the 
less educational detail is required. For other 
than the recent graduate, use the form shown 
on page 4 .to set forth your education clearly 
and -concisely fitting it, of course, to your par- 
ticular situation. Make certain that the name 
and location of schools are correct, as well as 
the dates attended, especially if your education 
shows a continued effort at self-improvement, 
as indicated by fairly recent courses. 

A recent graduate has little but education 



for sale. Therefore, he should cover this area 
thoroughly, listing not only his majors and 
minors, but any and all subjects related to his 
field of interest. We also "suggest listing se- 
mester hours and grades when better than av- 
erage. Extracurricular activities are important 
for they indicate a well-rounded personality 
and demonstrate a social awareness. This im- 
portance, of course, diminishes with time so 
again, the older you are, and the further away 
from school, the fewer items you should list. 



Work during college for the recent graduate 
can be shown on the synopsis page under "Em- 
ployment," and/or on page 5 (the Amplification 
part of your resume) as space permits. 

Do not omit your education because it is lim- 
ited. It will "out," so anticipate this by enlarg- 
ing upon it where possible, by listing company 
courses, home-study courses, etc. This indicates 



a desire for self-education readily understood 
by the often sympathetic employer who (like 
you) may not have had the opportunity for ex- 
tensive formal education. The same man will 
not be equally sympathetic to amateurish at- 
tempts at bluffing an education you do not 
have. 



PERSONAL DATA 



, There is no pat response to the frequently 
asked question, "How much personal infor- 
mation shall I give in my resume?" It is illegal 
in many states to attach a photograph, and the 
law allows an employer to ask only the year 
you were born, not your age. However, there is 
no law that says you can't volunteer whatever 
personal information may give you an edge. 

Personal information is your visual intro- 
duction and it is important. The employer is 
hiring you, the individual, as well as your set 
of qualifications, and one can balance (or even 
offset) the other. Consequently, it is common 
sense to list only flattering descriptive data. 
For example, if you're a sleek 5'5" female or a 
trim 6' male, give your height and weight; if 
not, skip it. In some positions, age (maturity) 
is a plus. On the other hand, if you're reluctant 
about revealing an exact figure, and you're over 
35, say "mature." If you're under 35, volun- 
teering your actual age and date of birth could 
be to your advantage in this youth-oriented so- 
ciety, so why not do so? In any event, do not 
ignore the age question completely. Employers 
have a way of reading the wrong information 
into omissions. 

Marital status can get sticky, but don't let 
it. If you have been divorced and have no de- 



pendent children, you are "single." If you have 
been divorced and remarried, you are "mar- 
ried" with as many children as are currently 
dependent and under your roof. 

Health is always "excellent" to "good" unless 
you have a specific handicap or problem that 
places some limitations on job performance. For 
example, a bad or injured leg would not inter- 
fere with the performance of an accountant. In 
this book, there appears a resume of a woman 
who is a "Diabetes Mellitus, Class I" and her 
health is listed as "Excellent." This type of di- 
abetes requires only that her hours be regular, 
an important factor in diabetic management. 
Fact is merely mentioned, not dwelled upon. 

Owning your home or apartment tends to 
say "roots," stability and order is in your life. 
Stating this could be a plus. Hobbies can flesh 
out your portrait as can club affiliations and 
other outside interests. We conjure up a differ- 
ent version of a person who plays tennis and 
loves the theatre from one who plays chess and 
loves to read. A word of warning, however: do 
not give yourself a fancied hobby. Employers 
have been known to select a listed hobby for 
detailed discussion, for the sole purpose of test- 
ing the credibility of the resume. 



MILITARY SERVICE 



If service is recent and extensive, it can be 
"headlined" on the synopsis page and ampli- 
fied. Otherwise, a lone line regarding it, under 
"personal," will serve. 

The recently discharged service man (like 
the recent graduate) has little but his service 
experience, education, and training to sell, and 



should give these emphasis. Generally speak- 
ing, select the functions you performed most 
capably and relate them to a civilian occupa- 
tional field. This is a specialized type of resume 
and does not always lend itself to the resume 
"mold." 



ANALYSIS OF AMPLIFICATION PREPARATION 



Before we discuss writing up the details of 
your history, let us review briefly just what a 
resume is. A resume, in essence, is a piece of 
direct mail advertising and the product is 
YOU. 

Effective, direct mail advertising is: 
(1) attractive in appearance; (2) provocative in 
content; (3) positive in approach. Emphasis is 
always on what the product has done and is 
capable of doing, never on what it has not done 



and why. Keep this foremost in your mind when 
you are preparing your own "direct mail ad- 
vertising." 

As we have said previously, the sole purpose 
of a resume is to arouse interest and to get you 
an interview. Save some ammunition for that 
interview, but get enough into the resume to 
make the interviewer want to know more about 
you to call you in and talk with you. Strive 
to sound like a good investment. 



RESPONSIBILITIES 



State in what capacity you were employed 
and what you were expected to do. Also state 
level of responsibility. Use phrases like "com- 
pletely responsible for," etc. Many jobs involve 
familiarity with certain kinds of equipment or 
processes. For instance, in data processing: 
state any equipment within your experience, 



and what you are able to do^with it operate, 
wire, program; in purchasing: state type of 
materials, components, etc., you have pur- 
chased; in manufacturing: state kinds of equip- 
ment involved; in personnel: state what steps 
you took in the grievance procedure, unions 
dealt with, number of employees in plant.* 



RESULTS 



This is the body of your resume for here you 
set yourself apart from the "herd" through ac- 
complishment. Everyone has responsibilities, 
but not everyone fulfills them to the same de- 
gree. Results give you stature above and be- 
yond a formal (sometimes meaningless) title 
bestowed on you by a firm. Again, remember 
the advertising approach. Point up what you 
can do by showing what you have done. You 
must sell your value to a company as deftly 
and -effectively as it sells its products to the 
public. For example, if you are a salesman, alert 
the employer to the fact that you are a good 
salesman by the simple expedient of showing 
increased sales volume. Perhaps you only 
maintained sales volume/but you did so under 
unusual difficulties. State what they were, and 
how you overcame them. 



In many fields, results cannot be measured 
in so simple a fashion. However, salary increase 
is a "result," promotion is a "result," increased 
responsibilities can be a "result." You might 
have received recognition in the form of an 
award or completed a project outside the frame- 
work of your responsibilities and received no 
particular recognition for it. Reward yourself 
in your resume by stating what you did. If nec- 
essary, list such extracurricular activity under 
a heading "Special Accomplishment." 

If you have been with one firm a long time 
it is sometimes difficult to show concrete re- 
sults. Employ the "progression" technique. The 
principle involved here is simple. To have 
started as a delivery boy and to have ended up 
as a file clerk, makes you a more important file 
clerk. 



"If your most recent job represents your highest skills fas it probably does), we suggest that you give it 
most space. If it has resulted from a definite progression from earlier jobs r such jobs can be covered more 

briefly. 



MISCELLANEOUS OR PART-TIME WORK DETAILS 



State what you did in general terms (selling, 
construction, general office work) but where 
possible state name of company. This gives cre- 
dence to your statements. Also make certain 
you give the approximate dates this miscella- 



neous work period covered. The purpose of this 
grouping is twofold: (1) it shortens your resume 
and yet it still accounts for all your working 
years; (2) it avoids the impression of job-hop- 
ping. 



REASON FOR LEAVING 



Ordinarily the reason for leaving should be 
given for each employment to which you give 
an individual listing. Don't get involved or ver- 
bose. A simple "for better job" or "to improve 
status" will often do it. 

On the other hand, at times the reason for 
leaving cannot be stated tersely because ac- 
tually it came about through a complex situa- 
tion involving other people, kind of work, rate 
of pay, and a variety of other factors. Try to tell 
your story clearly and concisely while avoiding 
such phrases as "no chance for advancement" 
(why did you take such a job?). "Arrived at 



dead-end" reflects more favorably upon you. 
"Disagreement with management" can be less 
peevishly stated as "Management policies not 
conducive to advancement in foreseeable fu- 
ture." "Salary did not keep pace with increased 
productivity" says more for you than "No salary 
increase." 

Eventually, an employer will probably want 
to cover these matters thoroughly, but for re- 
sume purposes brevity without bitterness is the 
rule. If all else fails, use the entirely safe and 
acceptable reason for leaving "will be discussed 
at interview." 



LENGTH OF RESUME 



We do not deem it advisable to make arbi- 
trary statements on resume length. Length will 
vary to the same degree individual records 
vary. However, we have found the average rec- 
ord can be handled satisfactorily in two to 
three pages (counting synopsis sheet as one). 

Occasionally a complex or highly varied rec- 
ord requires a fourth page to tell the story 



properly and/or avoid an undesirable over- 
crowded appearance. If the employer likes what 
he sees at a glance, his appetite is whetted for 
detail; therefore, he proceeds with an eye to 
content rather than page number. For practical 
purposes, a good rule of thumb is two-page 
minimum, four-page maximum. 



PERSON AND TENSE 



Although the rule is not rigid, our surveys 
show the third person and the past tense (tel- 
egraphic style) are preferred. Consider these 
phrasings: 

1) "As a result of my efficient discharge 
of duties, I was promoted." 

2) "As a result of his efficient discharge 
of duties, he was promoted." 



3) "As a result of efficient discharge of 

duties, was promoted." 
We believe the latter two phrasings are more 
pleasing to read. Many self-prepared resumes 
make the mistake of being too modest. Deleting 
the first person "I" may make it easier for you 
to give yourself proper credit without feeling 
boastful. 



REFERENCES 



Unless references are requested, most em- 
ployers are unimpressed by such a list. There 



.are a number of reasons for this: (1) Any name 
you list is obviously a "friend," understandably 



prejudiced in your favor. (2) The word of a past 
employer is not necessarily significant. Pro- 
spective employers are aware that it is not an 
uncommon practice for a past employer to give 
a likable, yet unsatisfactory worker, a "break" 
in the form of a good reference. These and other 
factors serve to render the reference list of little 
or no value. For resume purposes, stating "Ref- 



erences Available" is a safe, standard, and ac- 
ceptable practice. 

You may disagree with us in regard to 'our 
philosophy of stating specific references. If so, 
there is no harm in listing your references. We 
simply don't believe it does much good in the 
resume itself. 



PHYSICAL PREPARATION OF RESUME 



As you are not inclined to buy a product in 
a soiled wrapper, an employer does not "buy" 
you on cheap paper, messy with erasures and 
misspelled words. A resume must be typed. A 
well-typed resume is always acceptable (never 
a carbon). Your alternative is to have your 
resume duplicated by a professional business 
service (check Yellow Pages, usually under 
"Photocopy"). Type, or have typed, your initial 
copy following our format so it may be used by 
the business service as a guide in setting it up 
properly. You need not be concerned about 
spacing, placing, etc., for any reputable firm 
which specializes in this type of work can, and 
will, set it up attractively. The cost of dupli- 
cation on good bond of 50 to 100 copies of a two- 
to three-page resume usually will not exceed 



per page and since your position may 
hinge upon it, it is money well-spent. 

Resist all suggestions or advice to use a 
marker pen on your resume for "emphasis." 
Proper emphasis is achieved in a resume by 
clear format and concise, meaty content. Col- 
ored underscoring and marginal notes are 
childish. 

Do not use a "resume cover." A few die-hards 
still persist in encasing their typed resume in 
expensive cardboard or vinyl covers. Don't be 
one of them. It's the mark of an amateur, show- 
off, or both. More importantly, however, covers 
irritate prospective employers. They don't fit 
in their letter files. They do fit in their round 
one. 
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Kathleen indicates that "she got the job by luck," but aaually 
many hours preparing for her job search by equipping herself v 
that work. She attributes her success to, among other things, the i 
In this chapter you learn about one of the major tools in a job se 


Resume. You explore its purpose, how to write it, and review diff 
mats and styles before selecting the style that's appropriate for \ 
also review its appearance and the mechanics of its production tx 


move on to Chapter 9 the job search . 
The resume is probably the most underestimated part of a job 


cause most people do not understand its role and value in the 
Although a face-to-face meeting is needed to get across a clear sens 
personality, the resume, like a billboard, has to stimulate the first 


You can't present your personality on a resume, but you can disj 
accomplishments. Thus it should contain all the right information 


recipient will select you for the "interview" pile rather than the " 
you" pile. 


As Kathleen's letter shows, a resume may represent a key step i 
ing a career position. Traditionally, about 90 percent of all emph 
first introduced through a resume. Hence, the task of resum< 


should be approached in the same manner as selecting a stock in 
market: both are serious investments for the future and deserv 


thought. 
Don't just throw a resume together so you can say you have o 


don't go to the opposite extreme and delegate the job to a resum< 
service. Would you let a stock broker make all the decisions ab< 


money? Of course not. Your personal effort is important, for y< 
your work history better than anyone else. You don't want a "i 
resume that may look impressive but does not represent the re 


your thoughts, achievements, and competencies. Besides, anyoi 
iar with resumes can spot a professional one a mile away. They 
the same flavor. 
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The Skills Presented In Your Resum 


Chapter 4 contains exercises designed to help you 
skills. They should be completed meticulously befon 


write a resume. 


Skills-identification is very important for all job seekej 
for career and job changers. As was discussed in Chapt 


skills are those things you do well and can go with you fi 
ment to another. If you run a well-organized home, club 


probably run a well-organized office: your organization: 
dent of its environment and can be used in another setti 


being transferable, it is also marketable, because mos 


someone with organizational skills for office work. 


Some skills, however, are transferable but not mark 


types of positions. For example, you may have fantasi 
that can be transferred from one environment or ind 


such as from a bank to an insurance company, bu 
marketable for a customer relations job or a public relati 



Purpose of a Resume 


1 
1 

a 

.a 
a 
a 

id 

a 
u 

1 
1 


you effectively to employers in order to persuade them to think about 
"buying" you. Employers often do their buying at interviews to which 
they've been attracted by resumes. Many times your resume will either 
get you an appointment for an interview or get you screened out. Once 
the interview is granted, however, the resume does not become extinct. 


It still has an important role to play. 
The second purpose of a resume is to provide an outline for a job inter- 
view. This purpose is frequently overlooked by the job seeker. If you put 


on your resume that you had a "C" average in college courses, then the 


employer will talk about your "C" average. Since there is such a strong 
relationship between the resume and the interview, it is in your best inter- 


est to advertise only those things about yourself that you want to discuss 


when the potential employer meets you personally to estimate your 


suitability. 
The resume often has a third function-, to serve as a written reminder of 


you after the interview is over. It may be passed on to other officials with- 
in an establishment or may be copied and sent to outside colleagues. 
When that happens, it reverts to its first purpose, which is to advertise 
you and to persuade a potential employer to interview you. 
Joan Kane, an English major in college, wanted a job in advertising. She 
marketed her resume and was granted an interview. The vice-president of 
the XYZ Advertising Agency was very impressed with Joan. But the posi- 
tion at XYZ was really only a fill-in job for a woman who was taking a one- 
year maternity leave. The vice-president thought Joan was cut out for big- 
ger and better things, so she picked up the phone and called one of her 
counterparts, a vice-president at Bronson Advertising, and told her about 
this great candidate. Her colleague said, "Send over her resume and I'll 
take a look at it." 
The vice-president of Bronson was impressed by Joan's background 
and called her in for an interview. Two weeks later, Joan was employed at 
Bronson as an account representative, a higher position and with a greater 
salary than the original job for which she had been interviewed at XYZ. 
This is not an unusual event. This could happen to you, so write your 
resume with care. Resume writing is not a science but an art that takes 
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Resume preparation: Joan's ski 

Job Title: /Account xea 
Skills That the Employer i 

1 . Good oral communication 
2. Good physical appearance 
3. Quick thinking on one's feet 
4. Well-organized, methodical approach 


In order to write a resume that interests the 
the job, which, of course, is the reader's primal 
to address this concern. In Chapters 6 and 7 yo 
skills are needed in a job by researching job desc 
skills that are used. This process accommodati 
from the larger to the smaller. (In part 2, you wi 
larger.) Before going any further look at on< 
searched and determine the skills the employe 
chart below: 


Resume preparation: Ski Us analy: 
lob Title! 


Skills Thatthe Employer N 
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When you finish this exercise go on to part 2 . 
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Quantification of results can be difficult. Think in terms of time saved, 
work flow increased, profits added, energy conserved. Then estimate a 
percentage. This is the culmination of all the pans of the exercise for skills 
identification for resume writing. The entries on this chart can be readily 
transferred to your resume and so can many of the skills you identified in 
the exercises in Chapter 4. Then, on the following chan, match the 
employer's needs to your skills identified in this exercise and the exercises 
in Chapter 4. Document them in a specific way. 
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RESUMES: YOUR PASSPORT TO INTERVIEWS 
[EXCERPT FROM] 

THE JOB GAME 

Winning the Job 
Thafs Right for You 

Ross F/gg/ns 



pp. 82-126 
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Prentice-Hall, Inc., Englewood Cliffs, N.J. 07632 
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will be discussed more fully in the interviewing sections of Chapter 
8, but it also important to mention them here, as a guide for you 


in preparing your resume. 
The basic regulation is this: An employer does not have the 
right to use preemployment information, gathered directly or 
indirectly, about an applicant's race, creed, color, national origin, 
ancestry, age, sex, medical condition, or physical handicaps to 
discriminate against hiring that person. Most companies, in order 
to insure they are acting legally, use this guideline: Do not ask 
any question on an application form or during an interview that 
does not relate to the job the candidate is applying for or to the 
applicant's ability to handle it successfully. 
These regulations should also guide the resume. If you are 
unaware of the law, this kind of information can quite easily 
creep into your resume unintentionally. Do not volunteer any- 
thing that might prove detrimental. Remember, the rules do not 
prohibit you from talking about yourself, but if you do, be 
judicious. If you think such a revelation will help you, go ahead. 
If not, don't. For instance, if you have a physical handicap that 
requires you to use crutches or a wheelchair, assume the company 
has made "reasonable accommodations" for you under the 


provisions of the Rehabilitation Act of 1973. Apply. But should 
you run across a story about a company that has gone out of its 
way to employ and provide special facilities for the handicapped, 


you may want to mention your condition in your resume as well. 


Selecting the Right Format 


Resumes come in any number of forms, as different as the people 


who prepare them. Basically, there are two ways to present your- 
self for consideration, chronologically or functionally. The first, 
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information for your application ordered by date. These are the 
items of information that work best as lists, rather than prose 


paragraphs. If you are just beginning your career, don't have a 
great deal to talk about, or are in doubt, use a data resume. 
The second fundamental resume type is more complex and 
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hence more difficult to prepare well. It focuses, not on the order 
of your career in time, what you did between 1973 and 1975, but 
on what you have learned to do your responsibilities, job duties, 
titles, or functions. The headings are not "Education" or "Expe- 
rience," but rather "Management Skills" or "Marketing and 
Business Planning." (See Figure 5-7.) This distinction may seem 
subtle, but it is very important to an employer who is about to 
hire someone to entrust with responsibilities. Compare the ex- 
amples in Figures 5-2, 5-3, and 5-7 to familiarize yourself with 
the differences. The use of the functional resume will be discussed 
later in this chapter after the explanation of the elements of the 
data resume. 
Additional resume forms for special requirements are dis- 
cussed in Chapter 6. The first is the expanded resume, to be used 
by professionals with a great deal of information to collate, and 
the miniresume, a quick device to "feel out" companies without 
going through the entire application package process. In brief, 
it's a combination of an abbreviated application letter and a 
resume. 


Length of Resumes 

Sometimes one muses if resumes are read. They most certainly 
are, but in different ways at different stages of the application 
process. When an application package first arrives at its destina- 
tion it is usually scanned quickly not read. The personnel 
director sorts through the pile looking for the most likely appli- 
cants. From then on, resumes that survive this initial screening 
are evaluated more and more thoroughly at each decision level, 
until, at the time of selection, the last few are virtually dissected. 
For this reason a winning resume must be brief enough to make 
it through the initial stage, where it's not read very closely, and 
at the same time complete enough to stand closer scrutiny. 
With these thoughts in mind, look over the examples in 
Figures 5-r2 and 5-3 and design your own resume accordingly. 
Keep it short, one or two pages at most. Emphasize the essential 
requirements and delete anything extraneous. A good rule of 
thumb in resume writing is "when in doubt, leave it out! " 
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importance of this section to an employer, and prepare it accord- 
ingly. Shape your educational preparation to match the require- 


ments of the job description. 


In a data resume your education block is a list, in reverse 
chronological order, of the schools, colleges, ancjl universities you 
have attended and what you did there. This second element, 
what you did, is at least equal to dates and degrees. Rarely does 
one's educational record speak for itself. Most things you consider 
self-evident will have to be explained to someone else, so em- 
phasize what is important. 
Look at the data you include here in two ways: that which is 
required and that which, beyond the minimum requirements, 
makes you more qualified for the job. For example, in the job 
description in Figure 5-1, a degree in "data processing and man- 
agement, or equivalent" is requested. Is that all they want? What 
are they looking for? Someone who knows computers, obviously. 
So don't just indicate your degree in data processing, go on and 
explain your knowledge of languages, such as FORTRAN, MACRO- 
11, COBOL, and/or BASIC. Follow the direction of the question. 
Supply appropriate justification of your abilities and knowledge. 
Naturally, if you are working with the "or equivalent" end 
of the requirements, your job will be significantly more difficult. 
You're not out of the game, you will just have to work more 
diligently finding things that will substitute and showing the 
reader why. This also holds true for graduates who are applying 
for jobs afield of their college preparation. In both cases whatever 


significant experience you have that applies to the job should be 
listed. 
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Resumes: Your Passport to Interviews 1 1 


Answer these experience-oriented questions: 


a What have I done? What were my responsibilities? 


o What decisions did I make? 


a What accomplishments can I point to? 


o Did I supervise anyone? 


a How did my job contribute to the company's succes 


The next sample (Figure 5-5) shows how answers to these qu 
tions appear when translated into a resume entry for someo 
applying for the director of data processing job at the beginni 
of this chapter (see Figure 5-1). 
Notice that this approach is more abstract than a list 
duties. This is the secret to applying for a job. You have to ma 
it very clear that you have acquired skills, through experien< 
that are potentially valuable. 
Another advantage of this method is that, with a lit 
thought and imagination, even the most mundane backgrou 
can blossom into transferable attributes. Spend a few momei 
with these sample "toughies": waitress, summer camp counsel 
and service station attendant, all positions that superficially of 
little to brag about without some care (see Figure 5-6). 
Finally a word of caution. The previous examples are r 
just exercises in word play, like calling trash collectors "sanit. 
engineers." Each underscores skills related to jobs. Skills in mi 
agement, personnel, organization, problem solving, and commu 
cation. Skills companies are searching for in potential employe 
They also follow a definite order of specific to general. In otl 
words, if your experience matches, you can afford to be speci: 
If not, you will have to generalize your skills until they mate 
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Treasurer resulting in increased profits on investments by utilizing f 
dollar float amounts. 


Supervised a six-person team in developing a long-range Welfare D 
Base System on an IBM 370 Model 158, with IMS, to make all accou i 
available to an on-line inquiry and update. 
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COLLEGE OR UNIVERSITY RECORD 

Member in clubs or honorary o 


Involved in student governmen 
United Nations? Other leadership j 


Received any academic honors, aw 


Engaged in athletics? Organized, ci 
Participated in debate, drama, fort 


Attended professional meetings, 


Engaged in alumni or related activ; 


Held teaching assistantship, fellow 
Received commendations, letter o 


Anything else worth mentioning? 

PROFESSIONAL ACTIVITIES 

Received special licenses, certifical 


Attended professional meetings, 


Completed special courses, semina 
Lectured to professional or comm 


Completed postgraduate work? 
Received awards, certificates, hon 
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believing that the applicant submitted his resume to us because he 
really wants to work for us, ... not that he has mailed resumes to 
everyone he thinks might be hiring. That undefinable thing called 
sincerity means so much to us. 


From a small northwestern foundry . . . 


It has been said that resumes are nothing more than the extension of 


a business card. . . . Resumes should be eye catching but not gaudy, 
direct, and not gauche. My reaction to them has been geared accordingly 
and appearance is of initial importance. It has always been my practice 
to sort through the mail on my desk selecting the more organized 
material first. Resumes which create the appearance of organization 
generally receive first attention and create a lasting impression. 


The first order of business in preparing a quality resume, one you 
can be proud of, is typing. Erasures, strikeovers, smudges, mis- 
spellings, and margins in disarray all add up. The most detailed 
organization won't save a sloppy typing job. Also check to be 
sure the copy is dark and sharp; a worn-out ribbon has no place 
at this time. A good-quality paper is in order, too. These little 
things bear watching right through to completion. 
Spend some time tinkering with the layout of your resume. 
What you are looking for is a feeling of balance and emphasis. 
The first is achieved through symmetry: the relationship between 
information clusters and the center of the page or margins, and 
between the copy and the white space or "air" around it. Visual 
emphasis is identified by where an item appears on the page, with 
more important items placed toward the top or left-hand margin, 
and the judicial use of capitals and underlining. 
You will probably discover that your resume will have to be 
typed a couple of times before you're satisfied. Scissors and tape 
come in handy at this stage. Cut up the information into slips 
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stratagem, in his case, was to group all the related work into three 
categories that encompassed the field of livestock his college 
major. Long, dull, and repetitive lists of duties and past employers 
were translated into a clear and brief description of breeding, pro- 
duction management, and marketing skills. 
Other situations that can effectively use a functional format 
include the person who wants to show how he is working his way 
up through management. In this case the resume can be prepared 
around progressive job titles, each showing the reader an increasing 
level of responsibility. Or consider the college professor who 
wishes to broaden the breadth of her career description by ar- 
ranging her experience in four complementary categories: her 
teaching work in community colleges, four-year colleges, and 
graduate schools, as well as her administrative background. A 
housewife entering the job market with little or no experience, 
as job descriptions explain it, can prepare a functional resume 
highlighting the skills she acquired that can be transferred to a 
paying position. Or a salesperson can construct a resume that 
emphasizes his or her experience in key geographic areas, or in 
building sales teams, conducting sales campaigns, or training 
personnel. 


The list of possible applications of this versatile form is 
virtually endless. The best advice then is this: If you find yourself 
having real difficulty preparing a normal resume it just does not 
seem to go together, nothing fits consider the alternative ben- 
efits offered by a functional approach. Ask yourself these ques- 
tions: What are the major requirements in my career field? Can I 
build a resume around these? What are the things a potential 
employer is probably looking for in someone for this job? Can I 
model my resume around them? Continue planning and working 
with your material until a clear pattern emerges. Design around 
your strengths, strengths that are paramount assets in your career. 


Where References Fit in the Scheme 


An unportant aspect of the application process is furnishing an 
employer with the names of people to recommend you, indi- 
viduals prepared to speak of your character, personal traits, 
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distort recommendations or simply view them as "exercises in 


praise" has also contributed to the declining value assigned to 


positive letters. 


This attitude of deemphasis is further reinforced by numer- 
ous pieces of legislation concerning rights of privacy and fair labor 
and hiring practices. An individual can now be held legally respon- 
sible for the contents of written communication that affects the 


rights of another. No applicant, then, can be placed in the position 
of the legendary Greek warrior Bellerophon, who unknowingly 
carried his own death sentence in a letter of introduction to 
King lobates of Lycia. But these laws, some of which have yet 
to be tested, cannot rectify the damage caused by a poor or weak 
letter of recommendation. Thus, part of your responsibility to 
yourself is to read all letters about yourself carefully if you have 
access to them. People writing recommendations for you may 
offer you the opportunity to look them over. Do it! Learn to read 
for indirect prejudicial material; echoes of the Bellerophonic 
letter still exist in the subtle areas of innuendo and purposeful 
ambiguity. 
Your first goal in checking your letters is to be certain that 
all the information presented is correct. Then read through again, 
carefully searching for any language that can be misunderstood, 
or taken in more than one way. There is the case of the profes- 
sional man, who, when asked how he managed to write all those 
letters of recommendation and keep all the information about 
the people straight, replied with a smile, "It's easy. If I can't 
remember anything about someone, I simply include the phrase, 
'I can't recommend this person too highly.'" He seemed quite 
pleased with his cleverness for developing an ambiguous phrase 
that could equally praise or damn an applicant, depending on the 
tone of the rest of the application package. But what about the 


applicants? 
Another example of double meaning is found in the classic 
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If you are currently working for a company, or if you have 
a file of recommendation letters being held by your alma mater, 
request the opportunity to go through them and expunge any 
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want to present yourself as attractively as possible, to bring the 


"fit" closer, to minimize disparities, and show, through selection 
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you are conspicuously lacking something in one area, adapt and 
play up another area. Do not waste time defending what you have 


done, if it is not what an employer is looking for. Your focus 
here should be on showing that what you have been, what you 
do know, is equivalent, just as good, or superior to what is called 
for in the job description. 
On the other hand, personnel people are trained to trim 
down the number of applicants, primarily by spotting potential 
problems. Their job is to filter out any applicant who could be a 
potential detriment, negatively affect efficiency; or otherwise 
cost the company money as well as to find the best person to 
fill an opening. They use guidelines based on an inversion of the 
hiring process, searching for the major reasons people are termi- 
nated or fired. They have learned to spot danger signs in an appli- 
cant's initial paperwork. 


The following are the most common difficulties applicants 


face during the resume screening whether they realize it or not. 
If you find yourself answering "true" to any of the statements 
listed, then spend some time considering appropriate actions. 
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to respond to them in some detail, when they do surface, probably 
during the interview or when formal applications are prepared. 
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Strategies. Use a functional resume, avoid lists of past em- 
ployers, and use quah'fiers, such as "representative positions held" 
or "significant job experience." Also mollify the concern about 
your "moving on" by stressing your reliability, interest in this 
job, and a desire to "settle in." 


3. THE JOBS I'VE HAD ARE UNRELATED 


Use much the same approach suggested in the preceding problem 
(too many jobs). Carefully look at your background, with a job 
description of the position you are applying for right beside it. 
Find as many crossovers and parallels as possible. Use these to 
slant your material to fit the job. Also emphasize your education, 
if possible, and show how the diversity of your past experience 
is an asset it gives you an overview of how various procedures 
interface, or how products or companies came together. Sell 
diversity. 


Strategies. Stay away from the standard data resume. Use 
a functional resume to group job titles and skills. Be ready to 
explain about your other jobs during the interview. 


4. THERE ARE GAPS IN MY JOB RECORD 


This is another area that can potentially cause difficulty during 
a resume reading. What were you doing during this time? If you 
were attending college, there is no problem. If you weren't working 
because of family responsibilities, illness, or inability to get a job, 


some question might be raised. It's best not to play up the hiatus. 
Use year designations, rather than month and year, to deempha- 
size any breaks. Or speak of length of service with past employers 
two, three, or four years rather than specific dates. 


Strategies. Use -'a functional resume, so any gaps are not 
easily seen. If you have been attending school, play up youredu- 
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have to show him that his fears are without foundation in your 


case. 
Your task here will be to find and adapt whatever experience 
you do have. Remember, what we know doesn't all come from 
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your life. Search through these activities for part-time jobs, service 
or volunteer work, military experience, or even memberships in 
organizations. Use whatever activities you have and shape them. 
Speak of those things that have taught you how to organize a 
project, work with other people, or follow a task through to com- 
pletion. Also, if you feel it is appropriate, you may speak of your 
appreciation of the problem and your willingness to learn: an 
appeal to fair play, a chance to prove yourself and overcome this 
detriment. 


Strategies. If you can only list one job, and that one's not too 
impressive, use a functional resume. Avoid a format that compels 
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"Job hopping" is one of the first items personnel people pick out 
in resumes. Seven jobs in the last five years? An alarm goes off 
immediately! The prospective employer probably has one of two 
concerns: you have trouble getting along with fellow employees 
or you're a wanderer. The first is based on the assumption that 
it was you, and not the seven different jobs, that were wrong. 
The second is a monetary concern related to employee turnover. 
Should you leave after a short time, it will cost the company 
money processing a new employee is expensive, training costs 
even more. 
There are two ways to handle this situation. The first is to 
acknowledge the facts and then show how each new position 
you moved into was really an advancement in your professional 
career, either by way of an increase in salary or responsibility. 
The other approach is to deemphasize it by discussing your job 
titles not employers. Also place special focus on your wide 
experience. Make it an asset. 
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skills in problem solving, abstract thinking, and synthesizing in- 
formation. If you do not have a degree, place emphasis on the 


information you have learned about your field through reading 
and "on-the-job" training. Also underscore the value of your 


experience. Show that your accomplishments are noteworthy; in 
other words, rely on your track record. 


Strategies. If you use a data resume, leave out "Education," 


A better approach, though, would be to use a functional resume 
or a miniresume (described in the next chapter) which allows you 


to play down the point without appearing obvious or evasive 
about it. 


7. 1 'M TOO YOUNG/TOO OLD FOR THE JOB 


A potential employer cannot discriminate against you because of 
your age. But that does not mean he may not look on a young 
applicant as "green" and potentially irresponsible or expensive to 
train, or see older applicants as "fixed in their ways," with only a 
few more productive years left. Fair or not, these and other 
negative reactions grow out of age stereotypes. 
If you are too young or inexperienced, use the strategy for 
problem 1. Emphasize your enthusiasm, willingness to learn, and 
other positive attributes unless, of course, you are legally under- 
age. An employer can require applicants to be over eighteen or 
twenty-one if there are legal considerations. If this is the case, 
look for an interim job, preferably related to the job you want, 
until you are old enough to apply. 
Older applicants, with all their years of experience, often 
have a more difficult time than younger people in the job market. 
If this is your situation, deemphasize the spread of years in your 
resume. Speak of your background in general terms, such as tf l 
have a number, of years experience as . ..." Avoid numbers that 
can pin you down, such as your date of birth or graduation date. 
Emphasize accomplishments, not years. 


Strategies. In both instances go to a functional resume. Play 
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Goof-proof your resume 



ONCE YOU'VE DECIDED to look for a new 
job, your next thought usually is 
about your rsum. Before you head 
for the library to consult the how-to 
books, it would help to know what 
career counselors and employers are 
saying about the job seekers' letters 
and re'sum^s they see these days. 

Executives report that they aren't 
happy with much of what they see. In 
a recent survey by Eaton-Swain Asso- 
ciates, a New York City-based out- 
placement firm that companies hire 
to help fired employees find new 
jobs, executives complained that re- 
sumed tend to look too 
much alike. They attribut- wmmam 
ed the sameness to the 
influence of books and 
articles about writing r- 
sumes, and to firms that 
crank out resume's for job 
hunters. The result, they 
groused, is the "stock" 
resum^ that uses "canned 
terminology" and seldom 
provides any feel for what 
the individual is like. 

The majority of execu- 
tives want rsum6s to list 
achievements*, but they 
don't like the way many 
applicants do it. "Too of- 
ten statements of accom- 
plishment are overblown, 
and this threatens the 
credibility of the rest of 
the resume," wrote one 
of the executives. 

When it comes to cover 
letters, the executives 
were- evert rrrof e-^nticaL 
They found'-them- pre- 
sumptuous,, boring and 
frequently irrelevant 
Wrote one participant,- "It- 



resumes took alike 
and don't impress the boss* 
Others are too different. 

profit institution I shouldn't get 

letters about my company's products." 
Others complained about job in- 
quiry letters that "are very presump- 
tuous in telling me what I need"; 
those that begin with generalities 
about the economy; those that offer 
platitudes about being a self-starter 
who enjoys the challenge of doing a 
good job; or those that request ad- 



"What you may think is a common 

everyday part of your job is important to 

an employer. That you can do certain 

things with your eyes closed is why he 

may hire you." 




James E^ Challenger, prestienr oj 'Challenger, Gray & Christmas 



is remarkable that an $80,000-a-year 
executive does not bother to read a. 
prospective employer's annual re- 
port or visit the supermarket to see 
the company's products." 
Another wrote, "I'm part of a non- 

September 1983 



vice "the ~mbst distasteful ap- 
proach," declared one of:the recipi- 
ents, of triis type of r<s^ 

Says Eaton-Swain^ Madelaine 
Swain, "The- average job seeker 
places too much importance orr the 



resumd and not enough on the other 
elements of the job search," such as 
writing an effective cover letter, es- 
tablishing contacts and leads, learn- 
ing something about the companies 
they apply to and sharpening inter- 
view techniques. 

Your r6sum and cover letter are a 
first step in the process, but it's nec- 
essary to understand exactly what 
their purpose is: to get interviewed 
for the job. . 

"The resume 1 and covering letter is 
a direct-mail piece," says James E. 
Challenger, president of Challenger, 
Gray & Christmas, a Chi- 
BBBI cago-based outplacement 
consulting firm. "It's the 
advertising material with 
which you try to get in 
the door at a place where 
you'd like to work. If you 
can line up an interview 
another way, you don't 
need the rsum. In an 
interview you are the 
most effective salesman 
for yourself." 

What goes in? 

Besides your name, ad- 
dress, phone number and 
a brief summary of your 
educational background, 
your re"sum can be de- 
voted to a review of your 
work experience. Stick to 
the facts, and avoid flow- 
ery adjectives and super- 
latives. For example, de- 
scribe the achievements 
by which your perform- 

rMc? [^^T9^ was mear " 
suredi major goals~y6tT 

accomplished- OF prob- 
lems you solved. Trace 
'the. growth over the years-of--youF- 
responsibility for supervision of in- 
creasing numbers of . workers or of 
ever-tougher work assignments. 

In the course of your narrative 
you'll be able to note the names of 
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your employers and the positions 
you held. Be sure to indicate your 
current employer and position. 

Keep your descriptions taut, but 
don't scrimp on space to detail all of 
your experience that's pertinent. 
Though not all employers would 
agree, Challenger thinks it can take 
three to six pages to do an adequate 
job. "With today's more mobile work 
force, there are greater numbers of 
candidates with more complex em- 
ployment backgrounds," he says. 
"The short resum does not present 
a fair picture of the job 
hunter's background, ac- 
complishments and capa- 
bilities because it 
amounts to not much 
more than an outline of 
past positions." 

Challenger cautions 
that you not dismiss as 
unexceptional or routine 
many of the things you've 
done in your jobs. "What 
you may think is a com- 
mon everyday part of 
your job is important to 
an employer. That you 
can do certain things with 
your eyes closed is why 
he may hire you." 



like your tennis-playing ability might 
be important," says Swain. "If the 
person reading your resume is an 
avid tennis player, that might get his 
attention. But don't try to cram every- 
thing into your resume." 

What to put in your letter 

If you've constructed your resume 
around the accomplishments in your 
career, your letter can be fairly brief. 
Address it to the person who can hire 
you or will pass your application 
along to someone who can. It's not 



The problem with the all-purpose 

resume is that it says the same thing to 

all employers, even though each one 

you send it to may be looking for 

something different. 



leading one in your field, because 
you are aware that it is expanding 
rapidly or because it is entering new 
fields in which you have expertise. 
> Ask for an interview. Tell the em- 
ployer that you'd like to arrange a 
meeting and you will be available at 
the employer's convenience. 



What to leave out 

Don't start your resume 1 
with a statement of your 
career goal or objective. 
Your goal is obvious: You 
want a job -that takes ad- 
vantage of your back- 
ground and experience. 
You can deal with specific 
job objectives in your 
cover letter. 

You needn't include names of ref- 
erences; if an employer wants them, 
you'll be asked for names and num- 
bers at an appropriate time. 

Personal information about your 
civic, social and professional activi- 
ties away from work isn't necessary, 
although if it helps build your case 
for a career of accomplishment,, you 
can devote some space to it. For 
instance, if you were head of a suc- 
cessful membership drive for a chari- 
table group or supervised a substan- 
tial project for a professional society 
or civic association, that speaks well 
of capabilities that are job-related. 
"Even a reference to something 




Robert Hochbeiser, author of Throw Away Your Resume 



difficult to get that person's name, 
title and address. If you know your 
career field, you'll know where the 
target jobs are in a particular compa- 
ny. A call to the switchboard operator 
will get you the name you need. 

Be sure to accomplish these things 
in the letter: 

> Ask for a job. That's why you 'are 
writing. Be specific about the kind of 
job you want. 

> Note how your experience, as de- 
scribed in your attached resume^ re- 
lates to the job you're seeking and to 
the company. 

^- Tell why you are attracted to the 
company. It may be because it is the 



An alternative package 

Robert Hochheiser, a Monsey, N.Y., 
job consultant, lecturer and author, 
suggests incorporating your resume 
material in your job inquiry letter. 
His book, Throw Away 
BBBBH Your Resume (Barren's; 
$4.95 paperback), ex- 
pounds on his approach. 
Indeed, many of the 
executives in the Eaton- 
Swain survey said job 
seekers might do better 
without a resum if the 
effort they spent on pre- 
paring a resume went in- 
stead into an effective 
cover letter. 

Hochheiser says that 
the problem with the all- 
purpose resume is that it 
says the same thing to all 
employers, even though 
each one you send it to 
may be looking for some- 
thing different. And what 
sounds good to one em- 
ployer may spark a nega- 
tive reaction in another. 
In a letter you can tailor 
your narrative to the par- 
ticular needs of each em- 
ployer, an approach he 
feels focuses on positives 
and avoids negatives. Of 
course, this requires 
more advance investigation of the 
needs of the employers you write to. 
You will be judged by how well 
you express yourself in your letter. 
Use the kind of language you would 
in normal conversation as you will 
be expected to in the job interview 
you're trying to get. In his book 
Hochheiser suggests that you read 
your letter out loud or have a friend 
read it aloud so you can hear how it 
sounds. 

Check over your typescript to 
make sure your spelling is accurate 
and the punctuation correct. And 
make sure the finished letter is clean 
and -looks businesslike. D 



Etinbellisiiment Yes, Lying No 

In a tight job market, resumes are becoming a bit too creative 



On the basis of fake resumes, a man 
with a high school diploma was hired 
as a safety engineer of a nuclear power 
plant, a woman without a medical degree 
worked as a doctor at four New York City 
hospitals, and a man who had never 
passed the bar was taken on as a lawyer 
by the brokerage firm of Paine Webber. 
The saga of Paul Arthur Crafton, 59, 
showed how creative job resumes can be. 
A professor at George Washington Uni- 
versity, Crafton allegedly used false iden- 
tities to join six other college faculties in 
the past four years. Crafton, who is 
trained as an engineer, had billed 
himself as an expert in computers, 
mathematics, finance and business 
administration. Now out on bail, he 
faces 27 counts of forgery, theft by 
deception, false swearing and tam- 
pering with official documents. 

"Lying on resumes booms in 
troubled times," says Jeremiah 
McAward, president of a New York 
City agency that investigates the 
backgrounds of potential employees 
for various companies. "Of the thou- 
sands of resumes we investigate," he 
says, "there are outright lies on 
22%." Equifax, Inc. of Atlanta, 
a large credit-reporting company, 
notes a recent "huge increase in falsi- 
fying or seriously embellishing 
resumes." Says Paul Barada, who 
prepares reference reports at Barada 
Associates of Rushville, Ind.: "Peo- 
ple are running a little more scared 
and think they need the edge." 

Some companies expect a bit of 
exaggeration in resumes and do not 
seem to mind a mild inflation of pre- 
vious salaries and job descriptions; a 
few may even tolerate fake member- 
ships in a club or two. "Everybody 
looks marginally better on paper than 
they really are," says Richard Clarke, 
president of a Manhattan executive 
search group. "That is, except for accoun- 
tants, who have no imagination, and law- 
yers, who face a professional licensing test 
like the bar." But even a minor flourish can 
sometimes bring down the colorful resume" 
artist. Clarke recalls one case in which a 
candidate for a major banking job said he 
had played baseball for a Chicago White 
Sox farm club. When a check of an old 
team roster failed to turn up his name, in- 
vestigators probed more deeply and the 
whole resum^ started to unravel. 

Much of the resum6 lying involves 
self-deception. "Some people convince 
themselves that the semester at college 
was actually four years and a degree," 
says Madeline Heilman, head of the 
industrial/organizational psychology pro- 



gram at New York University. Consul- 
tant Robert J. Lee adds: "They think, 'All 
I'm doing is getting in the door, falsifying 
something that's not essential to the 
job.' " But Lee, head of Lee-Hecht & As- 
sociates in Manhattan, thinks most 
resume liars "have basically given up on 
themselves and no longer feel that their 
real credentials are good enough." 

The most popular form of deception 
involves education, upgrading a B.A. to a 
Ph.D., changing an obscure alma mater 
into a first-rate college, or simply faking 
an undergraduate degree. One recent job 
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"Give me a break, Your Honor. I had a great resume 
until you came along. " 



seeker who claimed a B.A. and two ad- 
vanced degrees actually spent only two 
weeks at college on a football scholarship. 
M.B.A.s are commonly faked, and com- 
monly checked, because corporations con- 
sider them a hot ticket. Nowadays fewer 
lies are told about Ivy League degrees. "It's 
something that cries out, 'Check me! 
Check me!' " says Kay Henry of Minne- 
apolis' National Credential Verification 
Service. "Now the falsifiers usually pick an 
inconspicuous Midwestern university." 

One new wrinkle is to claim a degree 
from a defunct college, on the theory that 
checking will be difficult or impossible. 
An applicant for a personnel job in New 
York City recently listed a B.A. from a 
nonexistent college; he also said that he 



got the degree in a correspondence course 
a needless red flag that cost him the job. 

Gaps in a job resume, if only of a few 
months, are almost always guaranteed tc 
raise eyebrows. Companies often assume 
the applicant's missing weeks have been 
devoted to a giant bender or sudden disas- 
ter at another corporation. Still, many la> 
employers fail to look into the most yawn- 
ing unexplained periods. A belated check 
on an executive making $120,000 a yeai 
at an international organization, says 
McAward, turned up nine previous jobs 
he had concealed; in some of them, he 
earned $ 10,000 or less annually. 

As a result of the soft economy, the 
misrepresentation of job responsibilities 
has become a major form of resume fak- 
ing, second perhaps only to imaginary 
college degrees. An executive whose job is 
downgraded and then is told to find 
other work in 60 days clearly has a 
resume-writing problem. "The min- 
ute I spot the words reorganization 01 
reassignment, my ears pick up," says 
Dwight Foster, head of executive 
searches at Peat, Marwick, Mitchell 
& Co. in New York City. Such terms 
as conceived, managed and imple- 
mented on a resume' usually are at- 
tention flaggers, and the job seekei 
had better be ready to speU them ou1 
clearly. Some resume researchers 
have learned that "implemented of- 
fice reorganization" can be a fanc> 
way of saying "shifted desks around 
in secretarial pool." 

One complicating new develop- 
ment is the increasing reluctance 
of colleges and businesses to tell al] 
they know about former employees 
Even companies that fire employees 
for cause are often unwilling to sa> 
so, for fear of suits or bad publicity, 
As a result of federal equal-employ- 
ment legislation and state human 
rights laws, employers may not ask 
job candidates about possible psychi- 
atric care, marital status or ethnic or- 
igins. "We're not going to ask age 
race, sex or religion," says Barada 
who now confines himself to 24 stan- 
dard questions approved by his lawyers 
"We're not asking, 'Does he owe money?' 
'Does he drink on weekends?' " 

Whatever the new difficulties in 
resume investigation, there are no signs oi 
the business going slack. Henry says the 
expansion of her own National Creden- 
tial Verification Service can be traced tc 
Janet Cooke, the young Washington Pos\ 
reporter who concocted a phony resume 1 
and then achieved a dubious fame when 
she faked a story about an eight-year-old 
drug addict and ultimately won a Puli tzei 
Prize. In the pre-Cooke year of 1979, the 
company performed 1,000 checks. Since 
the Cooke incident, it has done more than 
10,000 a year. By John Leo. Reported b> 
Bruce van Voorst/New York 
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